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POREWORD

& records progres desigmed to manags the creatlon, maintenancs,

end dispoaition of records has been establlshed within the Agemoy.
This Handbook pertaine to the records disposition phase of this
pregram, The objective of records dismpomition is the preservation
of records of contimuing valus and the systesatic elimimetion of
all other records, 8uth action mtar.’i.ﬂ); Increases the usefulness
of the records preserved, and subs reduces the cost and
effort of record keeping, To assist in whimng this objective,
unifore methods and procedures have been established and ;mhmw

hkerein for the compliance, information, amd guldarce of all permonnel
concerned In the execution of thelr responsibilities in the program,

dbook rescinds Section ¥ of BB[ |and supplements
mhﬁim Mo,

POR THE DIRFCTOR OF CENTRAL IRTRLLIOPNCE

Le X, WHITE
{Administration)
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SECTION I, GENFRAL

- e The basic remponsibilities inwolved

“in the aduin on ol & records program by sn sgency of the
‘edersl Government ig imposed upon the head of the agency by laws
emacted by Congress and Executive Orders issued by the President

of the United States. Although lswe governing the disposition of
records of the Pederal Covernment have been enacted during manmy
years past, It wms not wntil the year 193h that the Natiomal
Archives was eslablished, It was designated as the Agsncy and
facility for the pressrvation of the records of the United States
Government, thai have enduring administrative, 1  fiscal, or
historical valus, laws enacted at thai time, and subsequent amend-
memts, describe the materials which are considered to be of &
*documentary® character and which are consequantly designated "records."
However, a relatively small percentage of the tresendous volume of
documentary materials prodoced or acquired by Government agenciss
qualifly as records of enduring value and with few excaptions, the kind
and quantlily of records that an agency will produce or acquire is
not specified, The procedures for detewmining which records will be
preserved and shich will be destrgyed, are also preacribed by law to
prevent the destruction of those records that have smduring value,
In brief, the laws prohibit the destruction of Government records
except wﬁm authorised by Congress upon the recomnendation of the
Archivist of the Imited States, ‘

2. Lerizlation, The substance of the applicable statutes
forms the legal besls for present day records management programe
in agencies of the Federsl Govermment iz as follows:

&« The Act which satablished the Eational Archives, approved
19 June 193 (Pudbiic Law 432, 73rd Congress) (LL wsc 300-300d),
creatsd the office of the Archivist of the United States and provides
ihat 21l records belonging to the Jovernment of the Dnited States
shall be under the charge and superintendance of the Archiviet, Also
ereated by this Act wms the National Archives Courcil whose function
was to define the classes of material to be transferred to the
Bationg) Archives Bullding and establish regulations governing such
transfery and advise the Archivist in respect io regulations povern.
ing the disposition and use of the Archives and records transferred
to his custody,

be An dct to provide for the disposal of certain records of the
United States Qovermment, spproved 7 July 1913, as amended 6 July
194S (57 stat. 380-383; 59 Stat, L3L) provides s definition of the
word ®records™ (Bee paragraph 13). The Act alse provides that the
head of each agency of the Wnited States Govermment shall submit to
the Archivist: (1) Liste of any records in the custody of the
agency that have been photographed or microphotographed end, as a

CONFIDENTIAL
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warrsnt their further preservation by the Governmenty {2) lists
of any other records in the custody of the agency that are mot
needed by it in the transaction of its current business and that
do not appeer to have sufficient administrative, legal, fiscal,
research, or other value to warrant thelr further preservation by
the Govermmentj {(3) and schedules proposing the disposal, alter the
lspse of specified periods of time, of records of a specified
form or character that either have accurulated in the custody of
the agency or that may accuaulate therein at ary time after the
gubmisston of such schedules and that aflter the lapse of the periods
specified have insufficient administrative, legal, fiscal, re-
search, or cther value to warrant their further preservation by the
Government., The National Archives Council; under authority of
this Act, established procedures for such submissions and
established standards for the reproduction of records by photo=

oshic or microphotographic processes with a view %o the disposal
of the origina) rscords.

¢, An Act which transferred the Natlonal Archives establliahment
and function to the Oenersl Services Administration, approved 30
June 19L9 (Public Law 152, 81st Congress), also authorized the Ade
ministrator of the General Services Administration o survey Governs
ment records to determine the efficiency of records mansgement
activitiesn,

, d. The Act which defined the responsibilities of the Adminige
trator of Oeneral Services for the management of Government records,
spproved 5 September 1950 (Public lLaw 754, 8lst Congress), authorized
the Administrator to sstablish a Federal Records Council, The members
of the Council to include representatives of the legislative, judicial
and exscutive branches of the Government. The Administrator shall ade
vise snd consult with the Council, at least once anmually, with s view
to obtaining its advice and assistance in carrying out an economical
and efficient management of Federal records. This Act also provided
that the head of sach Pederal agency shallj cause to be made angé pre-
served, recorde containing adequate and proper documentation of the
organigation, functions, policles, decisions, procedures and essential
trengactions of the agemcyj establish and maintain an active, continu~
ing progranm for ths economical and efficient mansgement of the records
of the agencyj provide for the slorage, processing, and servieing of

records that are appropriate therefor in a records center; and establish

such safeguards against the removal or joss of records as he shall de-
termine to be necessary and as may be required by regulations ot the
Adedndstrator, ' :

e. Executive Order 10501, "Safeguarding Official Information in
the Interests of the Defense of the United States®, was issued §
Bovenber 1953, This order requires that security classified
documentary material made or received by a department or agency in
cormection with the transaction of public business and preserved as

-3
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evidence of the organization, functions, policises, operations,
decisions, procedures or other sctivities of any depariment or
agency of the Government, or because of the informational value
of the data contained therein, be destroyed only im accordance
with the act of 7 July 1543, as amended 6 July 19h5 (57 Stat.
380-383; 59 Stat. hL3k).

f, Congress also enacted laws providing for the punishment of
individuals who unlawfully destroy public records. These laws are
quoted from Section 23k and 235 of Volume 18 of the United States
Code of Laws,. '

(1) Section 23L, Destroying public records, Whoever shall
wilifully and unlawfully conceal, remove, mutilate, obliterate,
destroy, or steal, shall take and carry away any record, proceeding,
map, bock, paper, document, or other thing, filed or deposited with
any clerk or officer of any court of the United States, or in any
public office, or with ary judicial or public office of the United
States, shall be fined not more than $2,000, or imprisoned not more
then three years, or both, (Criminal Cede, Sec. 128).

{2} Section 235. Deastroying records by officer in charge,
Whoever, having the custody of any record, proceeding, map, book,
document, paper; or other thing specified in Section 23k of this
title, shall willfully and unlawfully conceal, remove, mutilate,
obliterate, falsify, or destroy any such racord, proceeding, map,
book, document, paper, or thing, shall be fined not more than
$2,000, or imprisoned not more than three years, or both; and shell
moreover forfeit his office and be forever afterwerd dlsqualified
from holding any office under the Government of the United States,
{Criminal Code, Sec, 129}, :

g. To clarify the responsibilities of CIA under provisions of
statutes pertaining to Pederal records, the Jeneral Counsel submlitted
an interpratation of existing laws on 2 October 19856, In the opinion
of the Oeneral Counsel it was the intent of Congress that the Agency
comply with the statutes whenever possible, It was alsc the opinion
of the Gensral Counssl that the Agency should comply with the laws
insofar as complisnce does not conflict with Fublic Law 253, 8oth
Cengress, which provides that the Director of Central Intelligence
Rghall be responsible for protecting intelligence sources and methods
from unauthoriged disclosure,”

3, Agency Application, The administrative basia for the Records
Management ram in CIA i® contained in two Agency Regulations,
PThe substance of these is as followst

as Regulation Hc.l:|ﬂelegatea the responsidbility for the
administration of the Agency Records Management Program to the Chief
of the Management Staff,

b, HRegulation No. defines the scope and content of the
pM%MEE?MMa@&%& 1 43A0008 14080845
SrEL Lol Lok Nohedhd
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STCTION II, DUTIFS AND RESPONSIBILITIES

i, Program Objectives. The legal and moral responsibilities
1 imoosed upon the Ri{rector of Central Intelligence with respect
k to the disposition of records accumilated by the Agency prescribe
| the objectives of the records disposition program. These obw-
* jectives are as followsi

2, The establishment and preseyvation, on & continuing basis
of & complete set of records reflecting the mission of the cm’crai
Intelligence Agency, ite organization, functlional admindistrative
policies and procedures, and overall accomplishments, including
therein all documentary materials having administrative, legal,
fiscal, or historical sigmificance, of long time or permanent value,

b, The establishment and operation of a system of supervision,
facilities, procedures, and instructions which will assure the prompt
disposition of records no longer frequently referred to or of no
‘ . further value in the conduct of current business by retirement to the
| Agency Records Center or by authorized destruction in sccordance with
! procedures prescribed by lawv.

‘ ¢, The development of mesns for making avallable to anthorized
1 Agency activities the experience and data that Ageney records coatain
for planning purposes, for conducting current business, and for higw
torical or research purposes,

5. Program Direction, Standardisation of methods snd procedures is
necessary ssirable for the effective managesent of records,
The records of all CIA activities that have permanent or long time
administrative, legal, fiscal, or nistorical value are safely stored
in the Records Center for preszervation when no longer needed for the
econduet of current businegs or upon deactivation of an activity. In
‘ order to fscilitate the processing, storage, and servicing of the

i records received by the Records Center from varicus activities, they
‘ should be uniformly arranged, packed, and processed in accordance
| with prescribed criteria, Furthersore, it is important that

i anthorization for the disposal of records, granted by the Archivist
|

|

|

of the United States and {ongress, be uniformly and sccurately
interpreted, To effect the coordination reguired to attain these
objectives, responsibility for administration of the progran lis
delegated to the Chlef of the Management Staff, His representative
in the exercize of this responsibility is the Chief, Records Manage-

6., Program Administration, The Chief, Records Managemert Division
| is respuns%ﬁ e fors

a a, Adwinistration of the extension of the Records Management
| Program, including the issuance of any imstructions necessary to

| implement the methods and procedures prescribed by this Handbook,
and the attainment of the objectives of the program,

Approved For Release 20(1551’.!@2?%2 %féﬁrﬁizo-oom 1R000300110018-6
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be Review and approval of Records Control Schedules governing
the dispogition of records goeumilated by the elements of the Agetcy.

¢, Revisw snd approval of 21l recermendstions for the éMtﬁm
of records, and the subsequent preparation and spbmizsion of requests
’ Colivist of the Tnited States and Corgrass for authority to
destroy the records as prescribed by applicable statutes. |

4, Indoctrimation and treining of Aree Records officer designated
Yy Cidefs of Major Components, in accordance with Regulatiom ﬁo.% |

e. Monitoring snd inspection of all records disposition activities
of the Agenioy. |

£, Esteblishment and maintemmnce of & facility for the storage
and servicing of noncurrent records of the Agenty.

g. Collection and conmsolidation of ptstistical and factusl data
necessary to the sffective managenent of the Agency prograf.

h, Conducting all phazes of the disposition program in organisational
elemants in which Ares Records Qfficers tave not besn designated.

7. Program Dsplementation, The rols of the Area Becords officer iz &

- moat M pnilicant oney s anderstanding of hia respomsibilities end his

diligerce, and uses of commop senze in carrying ihem out, or the

8. Supervision over the proper disposition of all records created,
scquired, or ssintained by organisational elementis under his jurisdice
b. Conducting records disposition surveys for purposes of eollette
ing and vecording 1nformation necessary for the preparation of Records
Control Schedules and {mplementing other aspects of the program,

c. Preparation of Records Control Schedules for sctivities under
nis jurisdiction and hia sulmiselon to the Records HManagement Diviaion
for review and approval.

d, Submission of recommendstions to the Records Menagenent Pivision
for the procursient of suthorify for the destruction of records, nob
covered by existing Records Comtrol Schedules,

e, Application of approved Records Control Schedules, including
the ssgregation and prospt destruction of records suthorised for dis-
or their retirement to the Records Center when their scheduled
retantion in of fice space has expired,

Approved For Release 2005@@“? *ﬁéE—NIiF‘ﬁOON 1R000300110018-6
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f. Surervision of the armsngement and packing of the variows
classzes of records and thelr retirement to the Records Center fox
atﬁmgﬁ;

ge Compllatlion of data for roports required for effective male
agenent of the progranm,

8. Records Disposition Reports. To provide a measure of the progress
and ‘effectiveness of the program, the reports described below are ree
quired., The reports will be forwarded to the Records Management Di-
vision not later than the fifteenth of Auguet of each year and will
cover the preceding fiscal yearts sctivities,

&, Area Records Officers' Report, Each year the Area Records
Officer will submit a report consisting of the consclidated statistics
outlined below, on the retirement and desmtruction of records acouwmlated
by the organisational element over which hs has jurisdiction, A1l
paper and photographic records, including papers identified in paragraph
30 will be reported, Quantitles of records wll be sxpressed in terums
of linear feet on the basis of the measurement and conversion formls
prescribed in paragraph 28g,

The following data will be reported in memorandum form:
(1) Records on hand at the beginning of the fiscal year,

1inear feet
{2) Records destroyed in currentefiles area
during the fiscal year, linear feet
{3) Records retired to Records Center
during the fiscel year, linear feet
{L} Records on hand at the end of the
tiscal yemr. 1incar fest

be Records Cembter Report. The Chlief, Records Center will submit
& report containing the following data in memorandum form:

{1} Records on hand at the beginning of the .
figcal year, cubie feet

{2) Records received during the fiscal year. cubic feet

{3) Records destroyed during the fiscal
FORY, cubie feel

{L) Records on hand at the end of fiscal
year, cubtle fest

Approved For Release [2005/1 48t #CIA-RDP70-00211R000300110018-6
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P %. The records disposition progrsm invelves the
egtabl of a uniform and considered plan for the preservation,
retirement, transfer and destruction of records. The formulation of
this plan for the disposition of each type or series of records will
be expressed in the form of a Records Comtrol Bchedule and will pro-
vide fors

&. The selective praservation of permanently valusble records
roduced to the minimum cmsim{; with all imtercsts of the Agency.,

be The expediticus and mtmtic removal and disposal of
temporarily valusble reccrds, including their reduction to the
minimum consistent with the sdministrative and operating needs of
the affices of the Agency.

Raco Aputro gles., The preparation of records control

is a rqaimaent of the (leneral Services Administration
mtsziatim which are isswed under authorily of the Federal Eecords
Act of 1550. Their preparation and application are an approved mesns
of systemstically effecting the preservation, retirement and de-
struction of records. Form No. 36-269 (to be redesignated as Form
¥o. 139), Resords Control Scheduls, (See Exhibit 2, page 32) has
been developed for use in this Agency and provides the means for
implementing the Agency disposition program.

. es. The following policies will
govern tl BpOS rds created and acquired by CIA
sctivities and will ba earrs.cd out in full accordance with the
Security Regniations of the Agency.

&> Preservation. BRegorde created or acquived by any CIA
activity shich are worthy of preservation az a part of the permanent
srchives of the Agency will be identified and retained as prescribed
by this Handbook.

b. Retirement. Records created or acquired hy any CIA activity
ineident to the conduct of its businesas will be retired to the Agency
Recards Center in accordance with the procedures outlined in this
Handbook .

¢+ Transfer. Wwhen records created or acquired by a CIX activity
are tranaferred to snother CIA activity appropriate changes shall be
made on the Records Control Schedules {See Sec. VII) maintained in
both the transferring and pgaining organisational elements. The gsin-
ing organisational elemont will report this transaction to the Records
Banaggement Divizion szo that necessary deletions and additions can be
made to the Divigion's coples of the schedules. In addition, records

Approved For Release 2005/1 1721 ; 8IR—RDP70-0021 1R000300110018-6
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CONFiL

propoged for transfer to or from the custody of this Agency to
that of another Executive Agency will be accomplished only in
accordance with the provision of Title 3, Section 301, of the
Regulations of the Oeneral Services Administration. The regula-
tion provides that such transfers shall be accomplished only with
the prior written approval of the National Archives and Records
Service,

. d. Disposal. Records created or acquired by amy CIA activity
incident to the conduct of ita business will be destroyed only in
accordance with the procedures prescribed by this Handbook.

Approved For Release éﬂlml;mt CIA- P70-0021 1R000300110018-6
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12. Oeneral. Records Management 1z a field of management of
relatively recent development. The terms that have been elther
ncoined" or “applied” in this field, while they are gradually
being accepted as common usags, are not standard in thelr meaning
and application. To avoid misunderstanding,definitions of terms
used in the text (is provided,

Hie

13, Records

&« Statutory Definition, The word "records" is defined by
statute as includings A1l bocks, papers, meps, photographs, ar other .
documentary materisl, regardless of physical form or characteristics,
made or received by any agency of the United States Government in
pursuance of Federal Law in comnection with the transaction of
public business and preservation Ly that agency or its legitimate
successor as evidence of the organization, functions, policles,
decisions, procedures, operations, or other activities of the Govern-
ment or because of the informational value of dats contained therein.
The statute specifically excludes from the definition of the word
npecords" library and miseum material made or acquired and preserved
solely for reference ar exhibition purposes, extra copies of doc-
uments preserved only for convenience of reference, and stocks of
publications and of processed documents,

be Interpretation and Application of Definition. The statutory
definition of records does not answer all the specific problems that
arise in the process of identifying documentary materisls as records,
or in determining the disposition of a particular pgroup of records.
The difficulty most frequently encountered is in determining whether
ijdentical copiea of records filed in two or more seis of files ars
“racords® as defined by statute. In this connectlon, consideration
mst be piven to the reasona for creating the additional coples and
the purposes they serve, individually and in relation to other papers
with which they may be filed, For example, a copy of Standsrd Form
50, Notification of Persormel Action, is filed in the officlal pere
gonnel foldar; another copy is used by the payroll section for the
processing and preparation of the payroll amd for audit by the Oenersl
Accounting Office; and a third copy is meintained in 2 chronological
file by the Personnel Office for audit by the Clvil Service Commlssion,
In each instence, the copies clied possess record charscter and can be
disposed of only with specific Congressional authorigation. ©On the
other hand, another copy of this form is forwarded to the interested
operating office for poating to Optional Form Lb. When this posting
is sccomplished, the transitory wvalue of the paper is exhausted and
the copy should be destroyed immediately as nonrecord materisl, The
interpretation and application of the definition of records as umed
in the above example is broad in scope, a= it is intended to be, for
it is meant o include &ll documentary materials regardless of the
existence of other copies. In addition, the definition includes less
obvious documentary materlales such as sound recordings, film negatives,
film and paper prints. o

Approved For Release 20@@1@@3%’%-@370-0021 1R000300110018-6
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{1) Source of Documentary Materials. The definition of
recerds specifically includes those documentary materials both mnde
or received by an agency. Documentary materials acquired by this
agency from any source incldent to its activities that become
possesalons of the agency are subject to the disposition policy mnd
procedurs preacribed by the statute.

{2) status of Documentary Miterial, The language "pre-
served or appropriaste for preservation® imdicates that the intention
that a document serve or not seorve as a “record" is an important
element in determining whether particular documentary materials are
“recorda™ within the meaning of the definition. This language also
covers instances where, although the intention that the materials
not serve as “records® is clear, the nature of the data the materisls
contain may make them “appropriate for preservation” and subject to
the provisions of the statute,

" {3) Character of Documentary Materials. The definition
sxemplified the character or nature of the materials by specifying
those materlals that contain evidence of the organisation, functions
policies, procedures, cperations, or other activities, These
materials may be of either temporary or permanent valune. It is
significant that, by interpretation, nearly evsry conceivable type
of documentary wmatorial can be brought within the meaning of this
language,.

{L) Materials Excluded from the Definition. The three
types of materlals specifically excluded from the definition namely:
Library and museum materials; extras coples of documents preserved
only for convenisnce of reference; and stocke of publicaticns snd
of processed dccumemts are, either from their very nature or the
intention motlvating their creation, not considered to be records.
Through the spplication of the definition as & whole, and particularly
the language clearly indiceting that the intentiem that particular
documentary materials serve or not serve as a record determines
whether the materials come within the definition,

1. Disposition. The term "disposition" as used hersin includes
any and all means of effecting e change in the custody or the exist-
ence of records, such as, the preservation, retirement, trunsfer,
and disposal of reeaords,

a, Preservation. The safeguarding of selected records, for
permanent retention, necessary to document the organiszation, funce
tions, policies, decisions, and procedures of the Agency.

bs Retirememt. Although several connctations have besen given
to the "retirement” of records, the term ss employed by this Agency
will mean the removal of records from office space to the Records
Center,

Approved For Release 2005/11/21 ;: CIA-RDP70-00211R000300110018-6
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¢y Transfer, The trensfer, or change of custody, of "current®
records, from one organigationmml unit or agency to another, as dige
tinguished from "retirement® of records to the Records Center, is
ancther medium conterplated by the Lerm ® disposition® as used in
this Handbook, Although the %iransfer® of records from CIA to ane
other Agency 1z highly improbably, it is s means of ®disposition,®

d, Disposal, The term "disposal” as used hersin is distipe
guished from the ganeral term ®disposition™ by the fact that it
pertains only to the desiruction of records,

15, Current and Noncurrent Records, The records with which the
Records Management Program 1s concerned fall into two classes,
®eurrent® and ®"noncurrent,” For the purpose of clarity and to
forego ary mismmderstanding of the termm, "current™ and "poncurrent”
records sre used interchangesbtly with ®active” and "imactive®™ records,
“Current records® are frequently referred to by the activiiy that
accumlsates them in the conduct of current business and the retene
tion of the custody of which is necessary for the fanctioning of the
activity, "Nomcurrent records™ are those records which are no longer
tily referred to by the activity thet accumilates them in the
cunﬂmt of itz current business and which must be retained perm-
nently or for a specified pericd befors thelr disposition ia authorized,

16, Other Terminology.

a, Arex Records Officer. An individual who is designated by a
Chiefl of a Major Component and assigned the responsibility for ade
rinistering a records mawagement program for a specific organisstional
element,

be Chiefs of ¥ajor Components, Imcludes the Deputy Dirwctor
(Admirdstration}, the Deputy Director (Intelligence}, and the Deputy
Director (Plans), the Director of Training, the Assistant Director
for Communications, and the Assistant Director for Perscmnel,

¢e Gurrent Files Area., File space, normally office space,
utilised by the office or administrative unit which creates and
acquires records,

de Cute-aff Technique, The systematic means for periodically
termiating a file serieas to provide for its retirement and/or de-
struction,

8y TDieposal Standard. The retantion period sstablizhed and
approved in accordance with statutory requirsments governing the
destruciion of records.

fe Evaluation, The process of determining the administrative,
fiscal, legal, or historical value of records,

Approved For Release gﬁgf jgﬁﬁtTJ—ALP?O-OON 1R000300110018-6
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gs Microfilming, The technique of making photographic film
coples, in graatly reduced form, of letiers, drawings, or other
documents in order to reduce the bulk and insure the psrmanency of
the materials,

h, Xonrecord, Library and museum material made or acquired
and preserved solely for reference or exhibition purposes, extra
coples of documents preserved only for convenience of reference,
and stocks of publications or processed documents,

i. Records Center, The facility established for the receipt,
maintenance, servicing, and disposition of the noncurrent recordis
of the Agency.

3. Records Contrel Schedule, & written plan for the dimposition
of records, It includes the following informetion:

{1} 4n identification of the series of records of each
function or organization that should be preserved and a plam for
their retirement, '

{(2) Ain identification of the series of records of each
function or organigation that are disposable and a plan for their
periodic disposal and/or retirement prior to thelr dlsposal.

ks Records Series (File Series), A growp of closely related

records identified with a specific function and maintained in
accordance with & single system of arrangement, :

DN T
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SFCTION ¥, DISPOSITION SURVEY

17, Qbjectlve, A records disposition survey is conducted for the
primary purposs of collecting and recording factual information on
each series of records, Sufficient and accurate data must be obe
tained on esch records series for their proper evaluation snd
appraisal in terms of administrative, legal, fiscal, and historical
valua, The factual informstion obtained on each serdes and its
evaluation stated in time elementis, for ita cuteoff; retirsuent
and/or destruction, are essential for the preparation of Records
Contrel Schedules,

18, Method of Colleciirg Data, The preferred method of conducting
& records dlspoglition survay is the item by item physical inmventory
made by the Area Records Officers, To delsgate this important step
to operating persommel of the varicus segments of the srganizationsl
element is time consuming and the results obtained are often wnsatise
factory. To obtain the best results, however, sugreailons and come
ments must be solipited from operating officials for acceptability
of propoged precsdurss prior to the final preparation of the Records

f_%g_. For the initial preparation of Records Control Schedules
anmeal revisw of schedules thereafter, a comprehensive sure
#Q' mist be nade of records maintained in all erganieationsal elmments,
This survey will cover all file series including both record and none
roacord materiales, In addition, all space in filing equipment utilised
for purposes other than for the housing of records will be measured in
linear fesel and recorded, Thisz incivdes file space reserved for ex-
pansion, overnight storage and equipment storage, and for housing
other materials not included on the Records Control Schedule (See
paragraph 28), This sdditional information, though not included on
the schedule, is necessary {or measuring the sffectiveness of the
scheduls and for deteeting and controliling filing equipment ut!.}.im
tion practices,

20, %{ﬁé__ There ars three reguirements prior to begimning
the ac survey nacessary for an intelligent and practical spproach

io the problem, namelys FProper authoriration, background data, and
assistance,

&, Proper Authorisation, &uthority for the swrvey should be
obtained by the Area Records Officer from the Chief of ths Major
Component concerned, or his designee, and an announcement nade in the
farm of an adwiniatrative issusnce to subordinats elemsents, Such an
ismuance should state clearly the objectives of the survey, the name
of the Ares Records Officer and solicit cooperation and assistance
frem the operating persornel},

GONFIDENTIAL -
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be Background Pata, Secure and study organizationsl charts,
reports, regulations, adminlstrative orders, directives, and controls
regarding the activities, functicns, and procedures of the organie
sation element,

cs Asaistance, Secure name of individuzls to be consulted in
sach organisationel unit, Thess individusls should be at such an
organisstional level that they can speak suthoritively on the adnine
istrative value of o nesed for the records,

71, Conduct the . Porm No, 36-161 {to be redesignated as
Form No. urvey Work Sheet, (See ¥xhibit 1, page 31)

is the prmribad form for recording the information collected durdng
a records survey, This form may be obiained from the Records Mamagee
ment Pivision, In order to prepares comprehensive Records Comtral
Schedules and to properly analyse and evaluate the resulis oblained
it is essential that & work sheet be prepared for sach records serles
ag ovtlined below:

a. Date, Enter the current date of the survey.

b, Anmalyst, PEnter nams of the Area Racords OIficer naking
the SUIVEYe

ce Office Ddvision, Bramch and Section. Enter the organizational
slemente downy to the unit maintaining the files,

de Iocation, Enter building name or mmber and room number,

¢, XName of File, The title selected for the file serlss should
be descriptive, selfeexplanatory and consistent with the terminology
af the office using and maintaining the file, If applicable, it is
desirable to 2ssign the title by which the using oflice identifiss
the file series, In other words, the title selecied should not be
foreign to the users of the [ile, Sse pamgraph 30 widch gives
Instructions for senersl categories of flles with regard in standard
titles prescribed, In addition, mbject files will be identified by
title in the following mammersy %0Ifice Subject File,® "Divisian
Subject File,” or "Branch SubjJect File ™ whichever is spplivable,
trdformity in use of nomes of files s desirsble when the ssme iype
of file is maintained in two comparable crganizational elements, Por
sxarpler A f5le desipgnsted by title as *Hail Control File* in one
Ddvision should be similarly named when found in a comparable organi.
gational element,

Iy Custodian, Fnter name of the rustodisn or the pérson who is
reasponsidble for the files, Alno enter the telephone extension =mo that
problems arising later may be settied by telsphone,
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ge Description, This is the most Important factor lnvolved
in conducting a records disposition survey. The Ares Reconds
0fficer should obtain answers to guestions such as these: What
is the purposs or use of the recordj where does it criginate and
%o what offices is it distributedy which iz the official file copys
how iz the record filed; what is 1ts relationship to other records?
The reasons for these guestions are obviocus - they ave necessary for
a competent appraisal ef the records, The imporiance of sccuracy
snd completeness in this detall camnot be over-enphasized if preper
values are to be azsigned to records, Therefore, each record series
w11l contain a description including, but not limited to the following:

(1) Description of documents, To eliminate any doubl as to
the fdentification of the file a representative crossesection ssmpling
of the types of documents making up 8 file serles should be recoried,
List all form musbers and titles, Record azll reports as to sonrce or
destination, frequency, and content, Make notations when Iile contains
cables, intra-office memorandums or just correspondence,

{2) Puction of the file, Oive & brief statement of the
specific operation or process from which the Iile 1 created, This
statenent should reflect the use of the file and the pwrpose the
file serves,

{3) PFreguency of use, The activity of a file or the approxie
mate nusher of references made to & file for a specific period is a
determining factor for the establishment of cutwofl dated and disposi-
tion procedurss alter ocut-off,

(L)} Arrengement, Record the Iiling arrangement of the record
geries, This should be recorded in brief statsments such asp ¥Alphae
betically by Surneme,” *Alphabetically by Subject," "Numerically by
Reguisition Number,® ete,

{5} Inclueive dates, Mnter the date {year anly) of the
oldest document in the series and the date {year only) of the most
reacent documents,

(6} Extra copiss existing, If there are copies of these

) maintained at another file locatlon record that information
hers, sw:h entries might besx "Extra copies filed in Branch Subject
File,® *Extra coples filed in Reading File," etc, If, for instance,
the ﬂ:‘w geries Dadng surveyed were the extra coples, with the
official or record copy maintained elsewhers, a propar notatiom might
bet "Record coples filed in Official ,Psm»el Folder,® "Record
coples filed in 0ffice Bubject File,* eic,
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h, 3Sise of records, Check in sppropriate sguarss the size
of the records and enter the linear feet of records in the dox
provided, Linear feest of records recorded on survey sheels should
Nmmtmlmmtrmsofmdu of the record,

vien preparing the Records Control Schedule thls foolage

A camputed in accordance with the table of standard messure=

mc (See parsgraph 28g).

i. Equipment cccupled by records, e‘mrmmwu
square the type of filing squipment housing the records and embter
the musber of drawers, trays, shelves, etc, utiliged,

Jo Aotion recommended, At this point, an official of the
organisstional unit responsible for the file should be consulted,
The official should be one who has kmowledge of the value of the
f1le {rom an opersiing viewpoint amxi should be in a position of
mithority to determine retention periods based on the operating
and sdnirdstrative neads of the office, Since a2 records dispesition
gurvey is conducted primarily for the purpose of prepuaring a Records
Conirel Scheduls, information recorded here will consist of a culeoff
- provedure, ratention iime in office gpace aller cul-olf, and the
overall retention period (dimposal standard} for the record series,
The retention period, at this point of the survey, is based only anm
the adzinistrative or operational value placed om the file YW the
uveers, This 12 a preliminary step in the overell evalustion process
recuired in the appraisal of records,

ks Remerks, This space is useful for reconding idess, conver.
sations, coments or other Information pertaining to the record
gariss not included elmevhere on the work shest. Such bits of in-
formation often aid materially in the evaluation process or in wolving
& recoxd problem, An Ares Records Officer camnot record too murh Ine
formation about a record series,

{; .
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SECTION VI, ODISPOSITION CRITFRIA

General, The analytical process of applying proper values to

records In terms of time standards for their retention, of applyirg
cuteoff technigues for periodic termination of files, and of apply-
ing Dlock dimposition procedures io noncurrent filss can be sccome

plished only by a thorough study of each record series surveyed and
the carefl spplication of criteria outlined in this section,

23. Bwaluaition of Records. The evaluation of records in terms of
their popsihle use Agency and the Federal OQovernment is an
esgential preliminary teo institeiing procedures for their dispoeition.
Witle the volume oI records of pemmanent value created in any given
year iz negligible when compared io the total annual accwmulation, it
in imperstive that this mucleus of records of emduring value be identi-
Tied and preserved. Once these records sre i{dentified the residus

is of temporary value which will be destroyed now or later, contingent
upont when this value diminishes or disappears. In some instances,
records of temporary value may be reguired to be retained for pertods
of time =miveeding the period during which they are used for the
contact of current business because of adminiatrative or legsl reasons.
Theas records should be retired to the Recoids Cemter for the
necessary ;;tmuaﬁ period and ultimate destroction as prescribed in
paragy : »

‘ermanett Hecords., Permansnt records fall inte one or more of

‘ iagses, ramelys those having adminlstrative value; legal valne;
'iscal valuey and historical value. The Archivist of the United
States has described records wortly of permanent preservation as those
reflecting: (1) The organimstion and administrative history of the
agerayy (2) the policles it followed and the reasons for their adop
tiong {3) its working methods and resultsy {Li) its specific individual
transactions so far as they sstablished & legal status of any kind or
a8 they may be presumed to have a genersl and comtimming interesty

{5) the general social, economic or other conditions with m&:ga
agerey dealt, The ! t Texperience iz the best teacher™ is a brief
but adequate Justification and explanation of the basis and necessity
for the identification of records of the following typess |

¢ Administrative Velus, The recording of experience in the
broad and complex risld of administrative menagement, and of equal
importance, the preservation and avallability for use of past experi-
enxces of trial, error, or mutcess, will frequently provide the means
for more sound solutions of current problems, Records worthy of pre-
servation for this purpose are direcily dependent wpon the degree to
which suthority is delegated to lower achalons, Broad discretion in
policy and procedural matiers frequently 1z delegated to lower echwlon
activities vhich mokes it necessary to closely examine the functions
and responsibilities of an activity, particularly specialized types,
to determine the value of its correspondence files, directives files,
operatlons records, and reporis files,
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b. TLegal Yalue, The evaluation of records from the standpoint
of thelr actusl or potential legal valve is of extreme importamce,
Reduced to aimple termw, it is the process of determining whether a
record, a grouwp of records, or the data they mtain, enstablishes a .
wlegal status,® i.e,, whether the racords(effect) the rights or liae -
bilities of the United States Uoverrment, of military and civilian
personngl of the Agemty, or of private Mﬁm or corporations
that transsct tuginess with the Tnited States Jovernment. Amowg
records having legal value are those showing the basis for action,
such a8 legal decimions and opinionsy fimmncial and other documente
repragenting legal agreements, such az leases, titles, and comtractsg
and records of action in particular csses, such as clalis papers asd
. legal dockets, These records axist amotg moet of the classes of ree
" cords described in thiz section and the irportance of ldentifying
them for the puipose of assuring thelr permanent or long time pro-
gervation camot be oversmphasised,

¢. PFizcel Value. Records of fiscal wvalue wortly of preservation
are those which reflect the development, preparation; submlasion, justi
fication, and adjustment of Agency budgets and selscted groups of those
which account for the expenditure of funds, Siandurds established for
the retention of retords of the Censrsl Accounting Office, necessary io
account for the expsmditure of funds, will provide the guide for ree
tention of similar Agency records, The Agency’s unigue audit reguire-
mentas will be the determining factors in the applicatim of thmsu
standards,

d, ‘Eiatarical Value, Neerly all the clasees of records described
in 8, b, and ¢ above, will pruve to have historical research mzm.
The statement of the Amhiﬁ.s% of the United States, paragraph 2,
eyoally émriptiva of records worthy of prasmatien for histericﬂ
researeh, In addition to those records that coniain dats scught in
histordcal mumh, documents vhich are in themselves "historical
accoants® should be considered for preservation, These documents in-
clunde, ddaries, Jowrnmals and official histories, ‘

& echrigme, To facilitate the dispositlon of files om an
d gystematic basis, the termination of file gserles at regular

mm.s ani the s&t&blia}mt of new files are necessary. This pro-
cedurs ls Inmown as the cuteoff technique amd permita the destructionm,
retireuent or transfer of files in complste chronological blocks saving
nary useless howrs in screening and servicing records, In applying
cutenf? techniques one should be aware that records ave created pri.

merily for use and not for dlsposition and amy conflict in cutwdfl proe-
ndmabﬂd@vawwmwmmmm. In a word, it the cute
off procedurs to the opemting mﬁr@e}ﬁ.. One of the followng culeoff
pme@rmismmb:atom of the Agsncy,

a, Calsndar Yesr Cut-off. Many file series in the Sgency will re-

s & culeoff on & calendar year basls, The precedure i to termirate
files at the end of sach calendar year and to establish s new file at
the begimning of the following year,

GONFIDENTIA
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b, Piscal Year Cuteoff, Fiscal and sccounding series of files
£it into the fiscal year cutwoff procadure, This procedure is to
termimate flles at the end of each fiscal year and to establish a
new Iile at the begimning of the following fiscal year,

¢, Case File Cgleoff, Certain categories of files, normally
referred o as case flles, sxmh as individual personmal folders, pra-
Ject £4les, contruct rnm, | similar Lypes must be maintained in
s current status until the passing of an eveni, The cutecff to apply
to this type of file iz %o place in a nomcurrent fils after separation
of wmployee, completion of project, fimal payment of contract or
similar event, The noncurrent file iz then terminated periodically,
the disposition effected and & new noncurrent file esmbliamd‘

dy Other Cuteoff Paricds, Files may, for various reasons, Tee
quire cut-off periocds of alesser time than prescribed in mmh
& above, To spply & l-month, 3emonth, or S-month cutwoff procednre
at leant one of the followlng fuctors should be presenty
{1} The filing armangement is easily adapted to cut—off,
{2) The rile series hes relatively short retention vax?m,

{3) File space is limited and the file series imoresses
rapidly in volume,

(L) Very 1ittle refererce is made to files after cuteoff,

2. Block Disposition, One of the cbjectives of an economical disw
position progran 1s 1o effect block retirement and destruction of
records, To achleve this end, uniformity of retention periods of
racords in currvent files area ?atter cubeoff is necezsary, Owmerally,
811 fles with a disposal standard of one year or less will be re-
tained in the current f4les unitil destruction Is effected, Records of
permenent valne or with a disposal standard of wmore than one year will
be rotained in current flles area for mymmrmrfmm
retired to the Records Center, However, availabllity of storage space
in the current flles area met be congidered when scheduling such
records, It has proven to be more sconomitsl to schedsle records with
standerd time limits for destruction and retention in current files
arsa by the use of standard periods of l-sonth, 3emonth, & month,
Gumorth, 1-year, Zeysmar, 3Jeyear, stc, If destruction or retirenent
time periods were not standsvdized, records dlsposition activity would
soon becoms wmanageable due to daily destructions and mtimrhs.
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SYCTIOR VII, RPCORDS CONTHEOL SCHEDULFS

%7, General. Records Control Schedules are the means for fmple.
memting the records disposition program, Schedules are preparsd

from survey work sheets after careful amalyeis of each record series
iyvantorisd, They constitute the nucleus and foundation for the
effective administration of both the curremt and nopcurrant records

of an sctivity. The scheduls, although used primrily for the pur-
pose of effecting the prompt and gystemstic retivement or destruction
of nopcurrent records, also functions as a *finding medlum® and an
®aceount® of the location, custody, and disposition of both the
current and nonturrent records of an activity. Effective scheduling
of records for disposition inflnerces the mainterance of current files
by necessitating various procedures for thelr segregation, srrangememt,
cutwolf, centralization, or decentralisatiom, ebt, Experience in the
use of Records Control Schediles has Tirmly esiablished the need for
systematising their installation and spplication, The policies and
procedures degignsd to obtain the ebjectives soupght in well administered
racords soon become inoperative unless steps are taken to sysitematically
call attention to the activity having custody of records of the expira-
tion of scheduled retemiiom periodsy record the disposal of each meries
of records when such is accomplishedy control and record any change in
the lecation of each series of recordsy and periodically review the
schedule for accurncy and conpletensesg.

B, aration of Schedules, The preperation and maintenance, on a
urrent basis, 3 Sontrol Schedules Tor the records of the
Agercy s a reog et of the regulatioms issued under suthority of

the Pederal Records Act of 1950, The responsidbility for the preparation
af schedules 3s incumbent upon the Area Records Officers. Al least four
copies of the schedules will be prepared and will cover all files, re-
cord and monrecord, maintained, The use of Form No. 36-269 {10 be re-
designated as Fom No, 139), Records Control Scheduls, and Form Fo,
3=2694 {to be redeaignated as Form No, 13%); Contimation Sheel, are
preseribed {see Bxhibit 2, pege 32 and 33). The use of an sltermate form
is not authorised, except that schedules which have alresdy beeti pre
parsd on cther forms may be used until the next ammual schedule review
{ase paragraph M), at vhich time all schedules will be prepared in ace
cordance with thir Handbook, These forme may be oblained from the
Records Management Divisien and will be prepared as followss

a. Identification of Schedule, Euter in the space captioned
#office, Division, Branch® the specific organtmational element o
which the scheduls pertains, such as, General Services 0flice, Records
wert: down to the Diviston level will begin on Form YNo, 35-259 using a
Continuation Sheet Form No, 3J5«2604, for additional pages as regquired,
In general the physical separation of files of an Offlce should be the
determining factor in deciding whether schedules should be identified
with units below the Division level,
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bs Schedule No, A mmber will be assigned by the Records
Managsment Divislon uwpon approval of the schedulas,

cs Date Prepared, Enter the date the schedule is prepared.

4. Approving Official, Enter in this space the signature of
the chief of the organizsiional element (Rrmxch or Division Chief)
to which the schedule pertains, The zignature of the 0ffice Chial
will be entered on the first page of the schedule which will indicate
not only his approval of the schedule for his immediate of fice
{administrative, staff, etc.) but for the entire schedule, This
signatare should be cbtained after chiefs of all other organisationa}
elemente of the 0ffice have signed,

©e Item Fumber, Begimning with ites nuwber one, 1ist and mmber
exch pories, starting with the records of the Gffice Chief apd cone
tirmue consecubively through each organisational unit of the Office,
The use of subeiten mmbers are psrmuissible when subordinmate file
series are component parts of an overall file (see Exhibit 2, pape 33},

fs Flles Identification, The precise description of each geriee
of records will be entered in this columm, This descriptive dats re-
fQuires the utwost care in its preparation. In genersl, this dats must
be sufficient to acourately identify the records and enadle a2 deter
mination of propriety of the dlapositionp rescribed for them, Specifis
cally, each file ldentification will consist of five elamente, namely:
The tiile or name of the fils; description of documents of which the
fils consists; & brisf statement of the specific function or opesmation
imoident to which the files are naintained; a statement concerning the
filing arrangement; and imclusive dates of the fils, See parsgraph 30
for irnstruoctions for general catesoriea of £{lesx,

(1) Title of record msriss, Grouwps of records maintained to
serve a specilic pwpose usuilly are identified by 2 name or designation
which lnvariably coincides with the function the groups of records PEDe
form. The title selecied should be descriptive, selfwexplanatory and
conaistent with the terminology of the organizations) slmsent using and

{2) 4 listing of several represemtative documents found in
the file, such ss, form mmbers and titles, titles of reparts, of fice
memorands and correspondente, assists in their identification, Such
identification is essentfal because these same records may be maintained
in another file which serves a different function end may be disposed of
sfter & lesser retention period,

{3) Panclion of file, The sdministrative or technical opers-
tion incident to which the record seriee iz acommulated and the function
the record serles perforus in connection therewith is also essential to
the identity of the records. In other words, this statement should
angwery "What operation or function created this record and for what
purpese ia this file used?® An example of the firction of a file
accumplated in every organizationel element of the Agency in connection
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uith pecurity regulations regquiring veceipts for classified
documents might logically be statsd,fhese documents reflect the
receipt and transmission of chssiﬁmd documente and are maintained
as a comdrol for security pwryposes,™

(L) Filing Arrangement, An adequate statement of the
#4ling arrvangement will be entered next in the filss identification,

Rasaples of such statenents are as followss “Alphabeticelly by
Wz "\ lphabetically by Subject;" "Humerically by Regquislition
Furbers® "Chronologically;® eic, This informetion, in addition to
being useful in the anslysis of a {ile, is imvaluable in detecting
the inadeguacy of the Ifiling ayztaman& cuteoff and retirement
procedars,

{5} Imeluvsive dates, HEnter ihe date (year only) of the
oldest document In the series and the date [year only) of the nmost
recent document, The effective spplication of the schedule can then
be meagured by a camparison of the cuteoff and disposition procedure
with the inclusive dates of the fils,

gs Yoluwe, Enter the volume in ferms of linear feet for wach
file serles, Practions of limear feei will be expressed in tenths
by use of the decimal point, e, 2« 1le5, 20,3, etc, The volume for a
file series measuring lecs than one<tenth fool will be entersd as
ols Files which have besn retired to ihw Records Center will not
be included in the volume reported on s Recorde Control Schedule,

{1) The rmm standard table of measurements 1s epta~
blished for computing linear feet of reconds, Quantities of card
records, waps and other odd sise material not included in this table
will be computed in cuble inches and cuble Inches in turn cawerted
%o linesr feet at the ratio of 1708 enbic inches to 1 linear foob,
This formuls is besed on one linear foot of letter size files,

(&= x 1ol x 1),

Bockoages 3,0 linear feet to shell
¥ep case 3.0 linear feet to drover
¥iling Cabinets {leg, or Itx,) 2,0 linsar feet to draver
3y 5% card il «2 Mnear fool per rumning foot
'“x&*cuﬂﬁh 5 linesr foot per running foot
® x &% card +3 linear foot per rumning foot

3mﬁxfsjsacmﬁh (Mach, Rec,) .3 linear foot per running foot

ke Type of Piling Bguipment, Enter in thie space the type of Ifling
squipment in wiich each file series iz maintained, Por example: L drawer
legal safe, Ledrawer letter safe, Ledrawer legal cablnet, 35 tway visl.
ble fila, sie, This information will be used by operating officiuls, Area
Records Officers and the Records Fanagément Division to detect :mrmim
filing equipment utilizatiom practicesn,
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4. Disposition Instruction, BEntries im this column will be
made aldy afier careful appraisal end ewalustion of the records
serieg {sse Section VI}. The colum will conpist of three elements
mﬁnummmm order givmbniwx

(1) Prefsce each imtmtion with the word *?mxmb" or
"Terporayy” whichever i» applicsble,

{2) The second element consists of the phrase "Disposul
not anthoriged® if the records are of permanent value, Records of

- value will cite a dispoeal standard, e.g. "Destroy after
3 yeura,® "Desiroy 2 years after audit, "Destroy upon separation
of employes,™ etc,

- {3) %y application of culeoff procedures as prescribed in
paragraph 25, give corplete instructions for the cute-off and retire-
ment and/or destruction of the filse, These instructions may be
indicated ag "Cutwoff at end of sach calendar yeary destroy 1l year
thereafter,¥ "Cut-off at end of sach calsndar years transfer to the
Records Center 1 year thersafier,” ¥Place in noncurrent file upon
Iiquidation of oblig&tiﬁm transfer to the Records Center 1 yesr
therealter,®

: D, AYD o::m and amme, mmg nf
w;mzmmarmtmysma, are not of & record characber and will
not be reported on a Records Comtrol Schedula, This meterial is
identiflied as followms

s, Blank forms maintained for supply purposes.

b, Publications maintained for swpply purposes,

¢+ Reproduction materials, such as stencils, hectograph
masiers, offeet plates, etc,

of Piles, The following
- | govern Ty o infarmtfm on schedules relste
ing to the title and é&.mimn instruction of the files listed below:

a, Extre coples of Agency publications, publications of other
Govermment. agencies, comsercial publications and similar publicstions
Mmeaﬂmtﬁmﬂmintaimdinammtefﬁimvmm
relerence purposes are consldered as nonrecord material, Exarples of
suwch publications are Agesncy Regulations, Agecy Handbooke, Army Regue
lations, Civil Service Regulations, trade jJournals, magazines, etc,
on Rmez'ésﬂem 8chedules, thase nsterials will ba iﬁmﬁiﬂm by
title as *Reference Publlications File,* The disposition instructione
will read *Temporary.” Mtray when s@mm or obsolete or motlonger
needed for reference purposes,®

Approved For Release MIBEENA&PN-OON 1R000300110018-6
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CONFIBENTIAL

materiald. swh as low bookm, medical books and
amwwmwmmMpmﬁmmnm
copiinuing valne, both in monetary value and f@ referspce purposeg,
w1l ot be destroyed, mMGMMmWWW
be identified Yy title zs "Lideary Meterial,” The dispoadtion In.
ptroctions will resd YPermenest, Poburn to Likrwry when po longer
mﬁ@fmm*

Cy mmammmm@mmnr
refererce are of & pomrecord charucter, RExmuples of suth papers are
tinge maintained in & resding or ctrounologieal file, On Records
Contaol Schedules, these w1l he idemtified Ly title, oxth 2
onvensonce Pilas (Reading),” and ar an sdditlonsl slemmnt of the
f51ee identification colmm,a siateneapt will be xeds as to the location
of e offioisl record, .. "Retord coples filed in Division Subject
File,® etc, The disposition imstroctions norwally wdll proviie fme
Mrmwﬁwm:mmwxwm W,&m
period of retetion iz authorised and ree &,

. m..meﬁmtm mem
ﬁ' — skl photog &,m&m *

wmmﬁm«mmmmmmwﬁmmm
: Mwﬁm)' mmm?mz’,m},
The dimosit 1 TTemorsiye M&ww
mmmmmummwmmmw

: izr are mﬁw %0 an : ’
 be drapped frm a ocbedule betause of ehmm tn fumtion

&y Additioes to Schedules, Additionsl ltems may be added to
schedvies by the use of decimal points, A new {tem would Be placed in
uaugsmlwwmmwwmmimm
would be assigned ty adding a declmsl point, For exaaple, the fimt
mi@mfﬁ:ﬁwh@mﬁmﬂmﬁﬁmﬁﬁ%m od 150 mumber

Approved For Release ZMNE‘IB EEQ\HI*’ZO-OON 1R000300110018-6
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be Deletions from the schedules, Seriess of records whdch have
been disrontinued snd have been removed from an offics either through
retiresent or destruction will be deleted from the schedule, Revised
sohedules will account for all item mmbers but thome records for which
disposition has been accaomplished will bave only the word "Deleted®
entered in the colom adjscent to the item mmber,

Revie proval of Schedules. The Agency respomsibility for
g : XX a-‘ v b f.fr‘* iﬂ ﬂﬁﬁim "EG m E@m

msgwmt Mﬁs&%

&s This review is intended to ensure thats

(1) All rscommendsd actions have the comcurrencs or certifi.
cation of the aspproprizte operating officials,

{2} The retention periode are sufficient to meet the néml
sdninistirative, legal and fiscal requirements of the kgemoy.

{3) Records recomsended for disposal poscess no imtsrest to
other elexents of the Akpsncy,

(L)} Records of contimming value are appropriately idemtified
and thet instructions for thedir protection sre adequate,

(5) Resommended disposals sre coversd by existimg legal
amthorizsatlons,

{6} The purposes iwmhmh-dﬂma w&m;arapamdmm
attained,

b, Records of temporary value for which speciflic disposal suthore
igaticna ave not been established through the Gemeral Records Schedules
or specific sutuissions to the Comgress will be described on Standard
Form ¥o. 115, "Request for Authority to Dispose of Records® iy the
Records Manapement Divisiom, After concurremee and coordination through
the Security 0ffice, the General Comnsel and gther 0ffices as necessary,
& repressntative of the im!ﬁ.mt of the United States, previcusly
clearsd by the Agency, will review the proposed dispozals and make re-
comnendationa to ﬂwem Depending upon the sction taken by the
Congress, adjustments, 1f any, will be zade tc the Rmm Control
Schedule and aporoved far application.

33, mmﬁm of Approved Schedules, After final approval of the

5 ths Records Mamegement Vvision will retain ome copy, retwrsn
4 copy mmemmar&«, and forward one to the
Records Center, Dpon return of the sppraved copy of the schedule, the
Aves Records Officer will make appropriate changes, il any, wzm T
tained copy which will be subdivided Ly organisations]l slememts of his
srex for distribuotion for administrative and operational use In offed-

$ively establishing and meintaining the ares records dispomition program,

e dviRBb70-00211R000300110018-6
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SECTICN VIII, RETIRFMYNT AND DRSTRUCTION

3Le & tion of Approved Schedules, Simce the ultimate goal in

the ng of records is to establish a systematic plan for the
retention, retirement and destruction of records, it ix essential
that the schedules, after approwal, be installed and put into opera-
tion, 4n effective and simple method for controlling the applieation
of approved schedules involves the nse of a "disposition tickler file,”
This file is established Ly using a I% x 5* or 5% x BY card to 14st
each item sppearing on a Records Comdrol Schedule, The cards are filed
ehronologically by sction date and serve as s reminder to take specific
actions at specified times, The establishment and conmtinued use of
thie file is sssurance that anthorized actions are beling accomplished
at the preseribed time,

Although the Records Control Schedules are used primarily to effect

the relirenent or destruction of records, the proper scheduling of
records alsc influences the maintenance of current {iles by necessi-
tating various procedures for their segrezation, srrangement, cutwoff, .
centralisation, or decenirslisation. The effective utdlimation of
filing squipment will also be achieved by the timely and periodic
digposition of records through the application of these schedules,
Requests for {iling egquipment should be reviewed by the Area Records
Officer who can detemine to what extent the space and squipment needed
can be provided by the prompt removal of scheduled records and can
recemend disspproval of the request if schedules have not been fully
applied, This iz & very effeciive instrusent of control and often makes
possible important scononmien,

35, RBetirement of Recards.

B. Preparation of Records Retirement Request, Form ¥o, 60-52
{(to be redesigmated as Form ¥o. 3L0), Records Retirement Request,
shown s Exhibit 3, pege 3k, w11l be used in reguesting retirement
of records, The form will be prepured in guadruplicate and forwirded
%o the Chief, Records Cemter, For appropriate action by the Records
Center and for future refer-nce and identification it is isportant
that each item be completed and the information be accureats, Im
addition, 1t is important that only records of egual retantion value
be listed on the same request, The identification should be made as
follouss

(1) From. Desigmate the 0ffice, Division and Branch in
the appropriate block, '

(2) Brief Description. Describe the records being retired.
RBach record series wlll be listed as a separate item regardless of
the volime of the records, Describe the use of the material,

GONFIDENTI
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Avoid the term "miscellaneous®™ as it does not sdequately ldentify
records for appraisal purposes, Indicate i original or carbon
coples and whether the material is printed or processed, Designals
the inclusive dates of the materizl in years. Do not place detailed
listing of records in this space, See part %, of thls paragraph
for the preparation of suvch liatings, Indlcate whether calendar or
fiscal year, In the event thers is an spproved schedule coverlig

the records proposed for retirement, the necessary description will
be taken from the schedule and will include the schedule and iten
musbers, record serles title and description, and the inclusive dates,

{3) CGeneral Information, State the highest security classi-
fication of the records, Place an "X* inm appropriate block for type
of equipment used and indicats mmber of dwawers cccupled, Indicate
the spprocimate refersnce activity of the recoxnds per memth,

{L) Ilocation of Becords, Imseri the building rome or number
and reom pumbar vhere the records are located, also the name of the
records custodian, The Arvea Bscords OfCicer will sipe in the &)oro-
priate block,

{5} The reverse side of the form will be completed by the
Records Center,

b, Submission of Records Retirement Request, Whem the forms
are completed they will be transmdited to the Chief, Records Center, -
TUpon receipt at the Records Center a Job mumber will be assigned to
the retirsment request and arrangsments will be made for ihe delivery
of shipping containers and lahels as well as the eventual trangportabion
of the recerds, Vhen retirement has been effected, a receipited copy of
Form Bo, 50w52, completed by Records Cenmter personnel, will be retanmed
to the Ares Records Officer for his refersice and comvenisnce,

¢, Shipping Containers, The shipping containers to be used are
corrogated, Tiberbosrd boxes measuring 15% x 12% x 10% and can be used
for the storage of sither legal or leler sise materisl. Each container
%111 hold one cubic foot of records., These containers will be suppllied
to organizstional units upon request,

d, Macking Procedures, Records should always be packed in the
ordsr in which they have been arranged and maintained in the cabinets,
The exception to thia rule may occcur in cases where scms rder
exists in the original arrangement that can be correcied at the time
of packing, DBoxee should be mmbered consecutively, begirming with
nunber orm, for each job, A4s esch box will hold one c¢cuble fool of
records, six baxes will hold the combents of ome letier size cabinet,
eight boxes will be required for one legal siss cabinei,

&, Records Storsge Bax Labels, Form No, 11, Records Storuge Box
Label, iz o be prepared and sffized to the end of each box in the
upper left corner and’will identify the material in the box as showm
in Exhibit S, paze 36,

Approved For Release 20088 N| {liAADA0-00211R000300110018-6
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fo Shelf list o inventory, To facilitate the reference
sarvice on the retired records Fom!a.éwek{tobamimm
as Forn Bo, 1Loa}, Pecords fheif List will be prepared identifying
the contents of each box., (See Exhibit i, me:ﬁ}. The dew
seription of the records should be adequate smough to locate material
in sach Individusl box, For example, only the first and last folder
in sach cortainer nsed be listed in alphabetical, mmsericsl or chronoe
logical file serles. The list or inveniory ls pomelly made during
the packing process, One copy will be forwarded with the records at
the time they are retired to the Records Canter,

g¢ Accessiblliity of retired records. Records retired {o the
Records Center are physically acceseible to persons authorized by the
ovgantsational alement retiring the records, Upon receipt of re-
cords in the Center, steps are laken to establish adequate refererce
gontrol over the material received, i iLelephons call to the fecords
Center will assure that the records are mads svailable for refersice,
elther in the search room at the Center, or if mpecesaary the recorda
will be delivered to the reguestor by courler, Urgent reguesis will
be given ivmediate attention and dispatched by special courler,

&« In current files area, There are certain records, becouse
of their short reteniion value, whith are avthorised for ::Iaatmci;ian
in the current files ares, ?;‘!n destruction of these records shall
be accoxplished ag authorized by ths approved Records Control Bchedules
and in full secordance with the Securliy Regulations of the Agency, A
record of all snch destructions will be maintained ferr@grtimm

poses as required {parecraph 8).

by In Records Center., Records in the cusiody of the marﬁa
Center are 3)lso ratained or destroyed at the suthoriszed time in soe
cordance wﬁ.ﬁ: approved Records Conbrol Schedules, Vhen the retemtion
pariod of ¢ valuable records hes expired, Records Center
personnel will prepare Form 35«15 (to be md@niwted 88 Fomm No. 1),
Fotification of Disposal iction, {eee Bxhibit &, page 37). On this
form the records will be described, and authority cited for their
destruction, The form will then be forwarded to the eppropriate drea
Records 0fficer for information amcd action, This procedurs provides
operatirg officials an opportonity for 8rel review and appreval of

acticn, The Area Records Officer will sign the original copy

of the form and retirm 1t to the Records Center and retain the duplicate.

ENTIA
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37« Protection of Retired Records

3¢ Responsibility of the Records Cexter, The Records Cemter
operates on the theory that its interesit are best served whem the
interents of the scurce of records is best served, As 1% pertaines
to permanertly valuable recorda, this primciple requires t no
records shall be rearrangsd or removed except with specific, detailed
instyuctions by the Office from which they wers accessioned, The
principls has gained acceptance in the Archival profession for the
following reasonst

{1} It serves to protect the integrity of records in the
ssnge that their origine and the processee by which they came Into
existence are reflected by thelr arrangement, Agency records are
accumilated in comection with official sctions, and as the actions
of the Offices are related to esch other through Numnetion and admipe-
igtrative orgardisation, so the records are most intelligible when
they are kept together umder the ldentity of the Office or the sube
diviaton of an Office by which they were accumilated and in the
genersl order given them Ly the Office or Division,

{2} It serves to make knows the character and significance
of recordsy for the subject matter contained in Individoal documentas
can be Mully understood only inm context with related dewumente, If
records are arbitrarly separated from thelr context or removed, their
real gignificance as docunentary evidence may be checursd or lout.

be Responsibility of Area Records Officers, The principle of
the proteciion of source should also be applisd by persomiel responsie
temptation is great Yo remove and hold in Office space ihe move value
able material in a records sarles, Such removal desiruys the integrity
of the reconds as & growp and must be avoided,

ne
Approved For Release ZOMIHIEi b Q&MO-OON 1R000300110018-6
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TXHIBIT 1

UNCLASSIFIED . . _ SECRET
’ 7 Decezber 1953
RECORDS SURVEY WORK SHEET NALYST
_ Jonn Doe
OFFICE DIVISION BRANCH SECTION LOCATION
ceneral Bervices| Records Services|Machine Records Curie Hall 1088

NAME OF FILE

Fuployee Rocord

Card

CUSTOD! AN

J. Bwmith, Ext. 3333

S

EXTRA COPIES EXISTING

DESCRIPTION (Function of files, value, frequency of use,
other descriptive data,}

gployec Rocord Card,” and cother cards used for the samo
orded personnel sctions, notations of traiming

purpos
courses attenied, and other personnel information.

Pile reflecte all personnal information on ewployeaes of the Branch anid is

used in direct supervisicn snd persomnel aSuinistration of the Branch.
{1946 to 1953)

Congigte of OF Lb, "Bwmpl
Carde contain rec

riled alphabetically by surnsnme.
Used approximately 100 times a month,

Ho reference made to cavids
record value is essentially

after weparation of employee. Information of
duplicated in Officisl Personnel Folder.

form numbers and titles, arrangement, inclusive dates, and

SIZE OF RECORDS [ Jtegal [Jietter [_Jother-specify: LINEAR FEET
13ms [X 15nxs 1
EQUIPMENT OCCUPIED BY RECORDS [ safe T Lock X Jother-Speci fy: NO. OF DRAWERS
. [ Legal 1 Letter 16“1;”3' vigible fﬂ” 2 traye
ACTION RECOMMENDED  [___] pestroy [ Retain RETENTION PERIOD
[:::] Schedule E:::] Transfer
I microflim [2:] Other-Specify: fee remarus See reuarks

Remarks:

Destroy card when employec 1s separated from the Agemcy. Upon lntra-Asenty
tranefer, transfeor card vith ewployeo.

Approved For Release 2005/11/2xs880R0OP70-00211R000300110018-6
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RECORDS CONTROL SCHEDULE

PRO00308110018-6a0 59

DATE PREPARED

7T Decesver 1053

OFFICE,

DIVISION. BRANCH

General Services Office. Specisl) Services Division

APPROVING OFFICIAL

Jebn D, Doe

| TEM
NO.

FILES IDENTIFICATION

(Title, description, arrangement, and inclusive dates)

VOLUME
(Linear Ft)

TYPE OF FILING
EQUIPMENT

DISPOSITION INSTRUCTIONS

1,

KX

| subject.

Division Subject File

Consists of memworands, reports. apd
other documents pertaining to personnel,
bulget, training, workloads, productiom
erd related subjects. These records are

purpeses in carrying out the functioms of
the Division. Filed alphabetically by

(1951-1953)
Revroduction Reguisition Plle

Consiste of Forw No. 36-2, Repro-
duetion Requisition {pink comy). Porm Ho.
36-T7, Work Picket, work order, delivery
ticket, control card. and reliated docu-
vents sceumlated in the cowrse of proc-
essing and controlling a job until cowm-
pleted. Filed ?mer§cally by Job naber.

1953

Reference Publications File

Consists of coples of Ageney publi-
cations, commercial publications and mbli-
cations of other Govermment agepcies col-
lected and mintsired Por reference pur-
posesn. They combtain such publieations ss
Agenicy Regulations. Agency Handbooks Arey
Regalstions. trade Jowrnais. mapmzines,
ebe. Filed ecategorically Ly sounrue.

Curvent

accumslated for plamning and sdminigtrative

|

b grawer lem?
safe

L draver letter
sale

T ghel

e

RGBT

Temporary. Destroy after 3 years.

the Records Center ' year ‘hereafter.

Temporary. Destroy aftar 1 year., Cut o?
at end of Junz and Tecember of ench year
tranafer to the Recerds Center £ worths
therenfior.

Tepsormry  Dogtror vien svrerseded or oh
solete  or no Toroey oeede? Tor velarsune
GRS

Cut off
at end of esch calendsr year: trarefer to

]

FORM NO.
1 NOV 53

36-269

.20
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I TEM
NO.

FILES IDENTIFICATION

(Title, description, arrangement, and inclusive dates)

VOLUME
(Linear Ft)

TYPE OF FILING
EQUIPMENT

DiSPOS!ITION INSTRUCTIONS

5.1

'lconvenierse File (Reading)

Taployee Record Card Pile

Comgistes of OF Ub, Peployee Record
Sard, and other cards used for the save
purpose, containing recorded perasonnel
actions, training courses attended and
sinilar notations. They ere uwsed in the
direct supervision of Division persoumel.
Filed alphabetically by surrame.

{Current)

Congists of extra coples of commmi-
pations sent out of il Division and re-
tained as a resdy reference. Record copies
filed ir the Division Subject File. Filed
chronologically.

(1952-1953)

Telephope Maintenance and Service Files

Consists of records which reflect the
installation and maintenance of telephone
service for the igeney and used for certi-
fication to Fiseal Divieion of bills sub-
wibted for payment.

a. Tequests from mrious offices for
telephone inetallation, woves. private lined
and TWX. 7Piled chronologlieally.

(1952-1953)

b. Retained copies of Forw No. 36-C3,
Telephore Service Order, prepered by this
office and forwarded to the telephone cowe
pary as work orders. Filed chronoloviecally.

(1.952-1053)

10 tray visible
file

4 drgwer lepal
safe

4 draver legal
saf'e

4 dreawer legl
sefe

Bewporary. Destroy upon separation from
the Agency; wnon intre-agency transfer,
torward to gaining office.

spporary. Degtroy after 1 year. Cut off
t end of each calendar year: destroy 1
year thereafter.

Memporary. Destroy a®ter 1 year. Cub of?
t end of sach Piseal yesr: desiroy 1 year
theresiter.

Temporary. Destroy sffter ) year, Cut of?
+ end of eech fisen) yesyr: destroy 1 year
thoreafter.

FORM NO.
1 NOV 53

36-269A
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TO BE ASS!GNED BY CIA RECORDS CENTER
JOoB NO. L Y

RECORDS RETIREMENT REQUEST

“Submit i riginal and 3 fes 0 (11 b ¢ ed to the FOR REFERENCE SERVICE ON RECORDS TRANS-
L.”.m{ PN L . POUTD Y s ;A’e e cont ] FERRED TO STORAGE CALL EXT. 8311 AND
originating o ice when materia is accessione y C Records enter. REFER TO ABOVE JOB NUMBER.

DATE - .
T0: Chief, Records Center. 1 Raly 105h
FROM: 2 & . “lprvgl BRAN CH
ortice) Cencral Services w dd1al Berviecen

APPLICATION IS MADE FOR RETIREMENT OF THE RECORDS DESCRIBED BELOW
arrangem;nt and function of files). LIST RECORDS ON

BRIEF DESCRIPTION OF FILE SERIES (title, inclusive dates,
FORM 60-52A.

Tecoras Tomkrol Schedule $2-53, iten 2.
reprodurtion Roquisition Pile
rfonsleta of Torp No. 3G-2, Reproduction Requisitiom (pink copy),
Yorm Ho. =TT, Vork Ticket, work order, delivery tichet, control

card, and relsted documents accumulated in the course of process-
ing and comtrolling a job wntil completed. Piled numevically by

Job meher.
* July 1953 throwgh 31 Deceuwher 1953

- INVENTORY LISTING ATTACHED oRr [ ] wveENTORY INCLUDED WITH TRANSFER
GENERAL INFORMATION
FILE EQUIPMENT OCCUPIED BY RECORDS

[}E:] LETTER [:::j oTHER (Specify)

Com™idential .

CLASSIFICATION OF RECORDS

NUMBER OF DRAWERS

APPROXIMATE REFERENCE ACTIVITY PER MONTH
" 3 Y

25X1 ™o calls per

LOCATION OF RECORDS
RECORDS CUSTOD!AN SIGNATURE OF AREA RECORDS OFFICER

ROOM
| Appraved Fob Releage 2005/3ar®1 ‘?‘@ﬁﬂ'—RDP70-0021 1R000300110018-6
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[T microrium

YEAR JAN FEB MAR AP R MAY JUN JuL AUG SEP ocT NOV DEC TOTAL
STORAGE LOCATION
Job Ho. BUILDING RO OM RO W SECTION
APPRAISAL (By) DATE
KIND OF RECORD COPIES

E OFFICIAL [ ourricare [ Inon-recoro

DISPOSITION RECOMMENDATION
RETAIN IN CIA RECORDS CENTER UNTIL (date) AT END OF RETENTION PERIOD
[ obestrov [ " review

[ Joter (explain)

DISPO

SITION AUTHORIZATION

CITE SCHEDULE OR AUTHORITY

Remarks:

RECEIPT PROCESSING

DATE RECE|VED RECEIVED BY

NO.

OF CONTAINERS TYPE OF CONTAINERS

CUBIC FEET

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300110018-6
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JOB NO.
e £
iaT

RECORDS SHELF LIST

TOTAL NO. OF CONTAINERS
3

NOTE: Prepare in duplicate and submit original to Recordas Center

OFFICE DIVISION BRANCH SECTION

Hreral Barvices Special Seyvices

CONTAINER NO, DESCRIPTION AND DATES

HOSYL - O0EDR
90685 - D070
% HYTLL - OOThE
SOThD - O076R
O07ES - DOTOE
i o0YgT ~ 0032
00833 - 00u56

L

W

3 0357 - 00685
20 OOREE - 00O
231 OO0 - ODRLS

10 ODghT - 00062

Comftdertial
Approved For Release 2005/11/21 : CIA-RDP70-00211R000300110018-6
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NOTIFICATION OF DISPOSAL ACTION

T0 : Aves Bocowrds Of0icer, Gemersl Services Date: § Jammawy 1055
FROM ¢ CIA Records Officer

SUBJECT: Request for Concurrence in Records Disposal.

1. Your concurrence is requested for the disposal of the
followingsgf§§rds transferred to the CIA Records Center under Job
Number : .

2. Description:

HBeprofiuction Bequisition Pile
1 Mady 1953 -~ 31 Dacesber 1953 ‘

3. Authority for disposal of the above records:

Recordes Control Schedule O92-5%
Ttes 2, wvhich states that thwe sublect records
#ball be Gegtroycd after 1 year.

4, Please sign and return original -to CIA Records Officer,

Joancs Dmith
Approved: Jobn Doe
AREA RECORDS OFFICER
Subject records destroyed
19 Jamary 1955 Jameg Smith
DATE ClA RECORDS OFFICER
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